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Relevant Experience of the Bidder (3) 

Highly Advantageous 

The Bidder is currently providing regular cleaning services similar to those 

requested in this RFP to more than eight (8) clients, each for three or more 

years. 

Advantageous 

The Bidder is currently providing regular cleaning services similar to those 

requested in this RFP to more than five (5) clients, each for three or more 

years. 

Not Advantageous 
The Bidder is currently providing regular cleaning services similar to those 

requested in this RFP to five (5) clients, each for three or more years. 

Unacceptable 

The Bidder is NOT currently providing regular cleaning services similar to 

those requested in this RFP to five (5) or more clients, each for three or more 

years, or has less than five (5) clients presently. 

 

 

Experience and Qualification of Contract Manager 

Highly Advantageous 

The Contract Manager has ten (10) or more years of experience in managing 

projects of the size and scope defined in the RFP to municipal or district 

schools. 

Advantageous 

The Contract Manager has five (5) or more years of experience in managing 

projects of the size and scope defined in the RFP to municipal or district 

schools. 

Not Advantageous 

The Contract Manager has five (5) or more years of experience in managing 

projects of the size and scope defined in the RFP but not to municipal or 

district schools. 

Unacceptable 
The Contract Manager has five (5) or less years of experience in managing 

projects of the size and scope defined in the RFP. 

 

Supervisor Experience  

Highly Advantageous 
The proposed supervisor has ten (10) or more years of supervisory 

experience with a crew size proposed by the Bidder to clean the building. 

Advantageous 
The proposed supervisor has five (5) or more years of supervisory experience 

with a crew size proposed by the Bidder to clean the building. 

Not Advantageous 
The proposed supervisor has three (3) or more years of supervisory 

experience with a crew size proposed by the Bidder to clean the building. 

Unacceptable 
The proposed supervisor has less than three (3) years supervisory experience 

with a crew size proposed by the Bidder to clean the building. 

 

Equipment 

Highly Advantageous 

The Bidder commits in writing to bring and use “Green” state-of-the-art new 

equipment which includes items such as auto-scrubbers, battery powered 

buffers and burnishers, wet vacs, carpet extractors, power washers, and 

backpack vacuums, etc. and leaves the equipment at each school building. 

Advantageous 

The Bidder commits in writing to bring and use new equipment which 

includes items such as auto-scrubbers, battery powered buffers and 

burnishers, wet vacs, carpet extractors, power washers, and backpack 

vacuums, etc. and leaves the equipment at each school building. 

Not Advantageous 

The Bidder commitments in writing to bring and use new equipment which 

includes items such as auto-scrubbers, battery powered buffers and 

burnishers, wet vacs, carpet extractors, power washers, and backpack 

vacuums, etc. to be shared by the two school buildings 

Unacceptable 

The Bidder did not provide the information, or the Bidder does not commit 

in writing to bring and use new equipment which includes items such as auto-

scrubbers, battery powered buffers and burnishers, wet vacs, carpet 

extractors, power washers, and backpack vacuums, etc. 
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Demonstrated Ability to Keep a Clean Building 

Highly Advantageous 

All of the Bidder's clients contacted indicated that the buildings were cleaned 

to their satisfaction and the work was completed on schedule or with minimal 

delay. 

Advantageous 

One of the Bidder's clients contacted indicated that the building was not 

cleaned to their satisfaction, or the work was not completed on schedule or 

with substantial delay. 

Not Advantageous 

Two of the Bidder's clients contacted indicated that the buildings were not 

cleaned to their satisfaction, or the work was not completed on schedule or 

with substantial delay. 

Unacceptable 

More than two of the Bidder's clients contacted indicated that the buildings 

were not cleaned to their satisfaction, or the work was not completed on 

schedule or with substantial delay. 

 

 

Proposal 

Highly Advantageous 

The proposal is complete and demonstrates a clear understanding of the 

services to be performed and how the services will be provided in 

accordance with the Town’s needs.  The Bidder exceeds all the quality 

requirements. 

Advantageous The proposal is complete, and the Bidder meets all the quality requirements. 

Not Advantageous 
The proposal is incomplete/is not clear whether it satisfies the services, but 

the Bidder meets all the quality requirements. 

Unacceptable The Bidder does not meet the quality requirements. 

 

3.03 Bidder Presentation 

 

As part of the evaluation process, the Evaluation Committee will require a presentation by Bidders that met the Quality 

Requirements.  Bidders must be prepared to discuss the operations plan, how the company will ensure the schools are kept 

clean even during times of heavy use, and how complaints will be remedied.  The Bidder will also demonstrate how it can meet 

demands for additional services and how the operational plan makes it possible to do so.  A presentation to the Evaluation 

Committee is a requirement for award of a contract.  Bidders that fail to make a presentation will be deemed non-responsive 

and therefore the proposal will be rejected.  We will contact the Bidders to schedule a time for the interview.  The Town has 

reserved the following dates for the presentations from qualified Bidders:  March 22, 2023, March 23, 2023, and March 24, 

2023.  The specific dates and times will be explained when the bidders are contacted. 

 

Please note that any materials or information which the Bidder may want to distribute during the presentation must be included 

with the written proposals. 

 

The following criteria will apply for evaluation: 

 

Evaluation of the Interview 

Highly Advantageous 

Bidders who offer an exceptionally creative, well-organized, and compelling 

presentation, and demonstrate an ability to effectively communicate ideas 

and plans.  The Bidder responds to Committee questions with factual clear 

answers, and follows up on Committee requests for additional information 

promptly (less than 24 hours). 

Advantageous 

Bidders who offer a clear well organized oral presentation, and demonstrate 

their ability to effectively communicate ideas and plans.  The Bidder 

responds to Committee questions with factual clear answers, and follows up 

on any Committee requests for additional information (within the time frame 

agreed to at the presentation, usually not more than two business days) so 

that the Committee may complete its evaluation in a timely manner.   
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Evaluation of the Interview 

Not Advantageous 

Bidders who offer an unclear and confusing presentation, and who do not 

effectively communicate their ideas and plans, or Bidders whose responses 

to Committee questions were unclear and/or did not follow up on any 

Committee request for additional information promptly.  Failure to provide 

requested information within the agreed time will be a basis for rejection of 

the bid. 

Unacceptable Bidders who decline or do not make a presentation. 

 

3.04 Price Proposal 

 

The price proposal (which was submitted in a separately sealed envelope) will be opened by the Chief Procurement Officer 

after all the demonstration and requested presentations have been conducted. 

 

Price Structure 

Highly Advantageous Highly Advantageous technical proposal which offers the lowest price. 

Advantageous 
Highly Advantageous technical proposal which offers a competitive price or 

Advantageous technical proposal which offers the lowest price. 

Not Advantageous Advantageous technical proposal which offers a competitive price. 

Unacceptable 
A proposal that is neither Highly Advantageous or Advantageous and is not the lowest 

price. 

 

3.05 Recommendation 

 

The Chief Procurement Officer will determine the most advantageous proposal, taking into consideration the evaluation of the 

technical proposals and the price proposals.  

 

The Town shall NOT be responsible for any costs incurred by the bidder during the entire selection process.  The Town will 

perform whatever research it deems necessary into the bidder’s history, financial viability, and references. The bidder shall 

cooperate with the Town by providing appropriate information. 

 

The Town will consider the completeness of the bidder’s proposal and how well the proposal meets the needs of the Town.  In 

evaluating the proposals, the Town will be using a criteria evaluation process which reflects a wide range of considerations.  

While cost is important, other factors are also significant.  Consequently, the Town may not award a contract based on the 

lowest price.  The objective is to choose a company capable of providing safe, superior, and responsive services to the Town.  

The Chief Procurement Officer will make an award recommendation to the Town Manager. 

 

 

End of Section  
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PART 4 

SUBMISSION REQUIREMENTS 

 

4.01 Technical Proposal Requirements 

 

The Technical Proposal must include the following: 

 

The Technical Proposal shall contain one (1) original copy and one (1) electronic version of the proposal (PDF format on a 

thumb drive) in a sealed package.  The printed version of the Technical Proposal must be inserted into a three-ring binder, 

three-hole punched, with consecutive page numbers and dividers between sections.  A copy of the technical proposal is to 

be provided on a thumb drive so that the proposal can be shared with the members of the evaluation team The Technical 

Proposal must clearly be marked: “Building Cleaning Services – TECHNICAL PROPOSAL”.  The Technical Proposal 

must be signed by an individual authorized to bind the Bidder to the contract. 

 

4.02 Technical Proposal Submission Requirements 

 

The proposal is to be submitted and addressed as follows:  Office of the Town Manager, Town Hall, 1471 Highland Avenue, 

Needham, Massachusetts 02492. 

 

The bid is to be clearly marked: BID – Building Cleaning Services 

 

The bid must include a letter of transmittal signed by the individual authorized to negotiate for and contractually bind the 

company.  The transmittal letter shall state that the offer is effective for (a) at least 180 calendar days from the opening date 

of the bids, (b) a contract is executed, or (c) this bid is cancelled, whichever of (a), (b), or (c) occurs first.  The transmittal letter 

also must state the number of years that the company has been in business providing cleaning services under the same name. 

 

Bidder should acknowledge all addenda related to this RFP.  Failure to receive or acknowledge any addenda does not relieve 

the bidder of any changes, conditions, quantities, methods, requirements that may result by the issuance of an addenda.  Bidders 

are encouraged to check the Town’s website www.needhamma.gov/bids.aspx for addenda before submitting their bid to the 

Town. 

 

The Technical Proposal must have a table of contents to easily identify where the requested information can be found. 

 

1. Include a profile of the company and list of key personnel who will be responsible for providing services to the Town 

under this contract.  Provide a biography for all senior management positions.  Company information shall identify 

the number of staff dedicated to each building and for how many hours each day.  Please include an organizational 

chart that shows the line of communication and designating level of authority of the team members.  Include in the 

chart the job titles and office locations for staff to be assigned to this account. 

 

2. Disclose the address and location of the closest office to the Town of Needham where the Company’s staff will be 

dispatched. 

 

3. Project Narrative including your approach to objectives, specific elements, and tasks associated with services, 

delineating how the Company will be able to provide the services.   

i. Describe the support services available to the Town and how they will be provided. 

ii. Describe the process to address questions and complaints 

iii. Describe the procedures for requesting emergency services. 

 

4. Provide a step-by-step plan of the actions to be taken by the Company’s staff to resolve problems that may occur 

during the contract period.   

 

5. Describe the Operational Plan to provide cleaning services at the Needham High School, the Pollard Middle School, 

and the Newman Elementary School.  Describe the startup plan for each location.  Provide details of the operational 

plan for each site which must include: 

i. staffing;  

ii. list of equipment including quantity for each site;  

http://www.needhamma.gov/bids.aspx
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iii. the preventive maintenance plan for equipment;  

iv. and identify the cleaning supplies and equipment that will be used at each building. 

 

6. Describe your employee training programs including topics, frequency, and method of delivery for: Supervisors; 

Support staff; Custodial staff Describe your quality control program including: 

i. Personnel involved in the QC program 

ii. Inspections 

iii. Reporting 

 

7. Describe your hiring process including recruiting, screening, and training. Provide guidelines for screening 

prospective employees including but not limited to drug testing policy and background checks. 

 

8. Disclose and explain other parties/consultants who have a material role in providing the services and will work with 

you to provide the onsite services requested in this RFP.  If subcontractors will be used for this contract, provide the 

following information on all subcontractors:  

i. Name, address and contact information (primary contact name, telephone, and e-mail address);  

ii. Degree of utilization to be used in the performance of this contract;  

iii. A brief history of the company including the number of years in business providing services specified 

 

Bidder must submit a completed Bidder Information Response form with the contact information and questions answered. 

 

Bidder MUST provide a minimum of five (5) references.  For each, provide the following: a contact person and title, 

customer’s name, address, telephone number, email, and a brief description of the actual services provided (sample format 

included in bid package).  Do not use the names of relatives or Town Employees as references.  Do not use any previous 

Town contracts as a source of project reference information.  You may use previous Town contracts as a record of your 

experience only.  The Town has provided a Professional References Form (attached) that the bidder may use but is not required 

to use this form; however, the Bidder is required to provide in whatever format at least the requested information that is stated 

on the Professional Reference Form.  If any of the requested information is not available, the bidder is to disclose this fact and 

why. 

 

A signed Certificate of Good Faith. 

 

A completed Certificate of Compliance with Massachusetts Tax Laws or Certificate of Good Standing issued by the 

Massachusetts Department of Revenue. 

 

A completed Promise to Execute Contract form which states the bidder is aware and agrees that the final contract to be 

executed by the parties will be done remotely via the method determined and chosen by the Town.  Currently the Town uses 

DocuSign to execute contracts. 

 

A completed Certificate of Authority (attached) or Corporate Resolution; if applicable.   

 

A signed Equipment List Certification for each building with a description of the type and amount of equipment and 

chemicals to be used in the performance of the services.  All chemicals must meet or exceed all current EPA and OSHA 

environmental safety requirements.  The Contractor shall comply with all Massachusetts Right-To-Know disclosure 

requirements and all manufacturers and governmental requirements concerning use, storage, and disposal. 

 

A complete List of Accounts of Massachusetts municipal and public-school clients that the Bidder presently or previously 

provided cleaning services under contract for a period of thirty (30) days or more since July 1, 2019.  Contracts with 

Massachusetts municipal and school districts are public records and therefore any claim by a Bidder of confidentially will be 

considered non-responsive. 

 

Bids must be received, and time stamped no later than the deadline stated in the Procurement in Brief (Where and When Bids 

are Due).  LATE PROPOSALS WILL NOT BE CONSIDERED. 

 

A Bid Bond is not required. 
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A Performance Bond is not required. 

 

Inclusion of any “price” in any section of the Technical Proposal or any copy thereof shall be cause for rejection of the entire 

bid. 

 

4.03 Price Proposal Submission Requirements 

 

The Price Proposal shall contain one (1) original sealed Bid Price Form signed by an individual authorized to bind the bidder.  

The sealed envelope must be clearly marked “Building Cleaning Services – PRICE PROPOSAL”.  The price must remain 

firm for 180 calendar days. 

 

All bidders are expected to complete and include in the Price Proposal envelope the following: 

 

A completed Bid Price Form (form attached) or an exact copy, signed by the individual authorized to negotiate for and 

contractually bind the bidder.  Failure to fully complete the form, or provide the requested information, or making any 

alterations will be deemed a conditional bid and the proposal will be rejected. 

 

Bidders must disclose in their Price Proposal any charges that would be owed by the Town including any third party that is 

necessary to successfully implement and use the proposed solution. 

 

4.04 Other Requirements and Notices 

 

The bidder MUST also include PDF version of the Technical Proposal on a thumb drive. 

Failure to complete any form, provide the requested information, or make any alterations to forms that are required to be 

submitted as presented may be deemed a conditional bid and the bid will be rejected.  

Bidder should acknowledge all addendums related to this bid, if any.  Failure to acknowledge addenda does not in itself 

disqualify a bidder; however, the bidder shall be subject to any terms, conditions, and/or requirements that may be identified 

or result from the issuance of the addenda. 

Delivery will be at the expense of the Bidder.  Any and all damages that may occur due to packaging or shipping will be the 

sole responsibility of the Bidder. 

The Town reserves the right to reject any and all bids as determined to be in the best interests of the Town and to waive 

minor informalities. 

 

End of Section 
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PART 5 

CHECKLIST AND FORMS FOR SUBMISSION 

Checklist 

 

Bidder Name: ___________________________________________________________ 

 

 

 Bidder has completed and returned the Acknowledgement of Receipt form (prior to bid submission). 

 

 Bidder has completed, signed, and enclosed the Bidder Information Response. 

 

 Bidder has completed, signed, and enclosed the Certificate of Good Faith. 

 

 Bidder has completed, signed, and enclosed the Certificate of Compliance with Massachusetts Tax Laws or 

provided the Certificate of Good Standing by the Department of Revenue. 

 

 Bidder has completed, signed, and enclosed the Promise to Execute Contract. 

 

 Bidder has completed, signed, and enclosed the Equipment List Certification. 

 

 Bidder has provided a minimum of five (5) references. 

 

 Bidder has completed, signed, and enclosed the List of Accounts. 

 

 If the bid submission is signed by someone other than the Owner/President of the company, a completed Certificate 

of Authority or Corporate Resolution for the person who signed the proposal stating the individual has the authority 

to submit the proposal on behalf of the Bidder and can bind the Company to the contract if awarded. 

 

 Bidder has completed, signed, and enclosed the Bid Price Proposal or an exact copy in a separate sealed envelope 

from the Technical Proposal.  Inclusion of any price information in the Technical Proposal or any copy thereof 

shall be cause for rejection of the entire bid. 

 

 Bidder has provided a PDF copy of the Technical Proposal (BUT not the Price Proposal) on a thumb drive. 

 

 

 Bidder acknowledged all addenda if any   

 Addendum Number 1 dated ____________________ 

 Addendum Number 2 dated ____________________ 

 Addendum Number 3 dated ____________________ 

 Addendum Number 4 dated ____________________ 

 Addendum Number 5 dated ____________________ 

 

THIS FORM MUST BE FILED WITH BID SUBMISSION 
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Bidder Information Response 

Building Cleaning Services 

24DPW001G 

 

Legal Name of the Bidder: _______________________________________________________________ 

 

Company Name: (if different) ____________________________________________________________ 

 

Company Address _____________________________________________________________________ 

 

City State Zip:  ________________________________________________________________________ 

 

Company Web Address: ________________________________________________________________ 

 

Company Telephone: _____________________ Toll Free Number: _____________________________ 

 

State of Incorporation (Date): _________________________________________________ (__________) 

  

If the bidder is a partnership, give full names and addresses of all partners; and if an individual, give residential address if 

different from business address. 

 

Company Contacts - Required 

 

Individual Submitting the Bid: 

 

Name: _______________________________________________ Title: __________________________ 

 

Mailing Address ______________________________________________________________________ 

 

City State Zip:  ________________________________________________________________________ 

 

Telephone: _____________________________  

 

Email Address: ________________________________________________________________________ 

 

 

Individual to be contacted about the Bid: 

 

Name: ________________________________________________________ Title: __________________________ 

 

Mailing Address _______________________________________________________________________________ 

 

City State Zip:  ________________________________________________________________________________ 

 

Email Address: ________________________________________________________________________________ 

 

Telephone: _____________________________ Best Times to Contact: ___________________________________ 

 

It is the Bidder’s responsibility to monitor the email address for the Bidder’s contact person, provided in the Submission.  The 

TOWN may need to contact the Bidder’s contact person with clarification requests or for other reasons.  The Town assumes 

no responsibility if a Bidder’s designated email address is not current, or if technical problems, including those with the Bidder’s 

computer, network, or internet service provider (ISP), cause e-mail communications between the Bidder and the Town to be 

lost or rejected by any means including email or spam filtering. 
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Individual Authorized to Contractually Bind the Company (This will be the individual whose name and title will appear in the 

contract and will execute the contract if the contract is awarded to the company): 

 

Name: ________________________________________________________ Title: __________________________ 

 

Mailing Address _______________________________________________________________________________ 

 

City State Zip:  ________________________________________________________________________________ 

 

Email Address: ________________________________________________________________________________ 

 

Telephone: _____________________________ Best Times to Contact: ___________________________________ 

 

1. Has the bid been signed by a person legally authorized to commit the bidder (Company) to contract, if awarded?   

 Yes   No  

 

2. The bidder represents and warrants that the Company is authorized to conduct business in the Commonwealth of 

Massachusetts in the manner contemplated by this bid.   Yes   No 

 

3. Is the bidder prepared to provide the insurances as required?   Yes   No 

 

4. Is the bidder a legally define small/woman/minority owned business?     Yes   No If yes, please attach the 

documentation to this form. 

 

5. Has the bidder placed any conditions and/or restrictions on that which is called out by the Town in its bid package or 

any addendum?    Yes   No  

 

6. If the answer to #5 (above) was YES, have the conditions and/or restrictions been put in writing and included with the 

submission?   Yes   No   N.A. (A “No” response may be cause for rejection) 

 

7. Are there any exceptions to the Town’s specifications?   Yes   No  

 

8. If the answer to #7 (above) was YES, have the exceptions been put in writing and included with the submission?                      

 Yes   No   N.A. (A “No” response may be cause for rejection) 

 

9. The bidder confirms that neither it, nor any of its members, directors, officers, shareholders, partners, managers, 

principal officers, or employees have, within the three (3) years preceding this bid, in their current or former job, been 

convicted of, or had a civil judgment rendered against them or any of their current partners or managers, principal 

officers or any person who would perform any services contemplated by this BID, for commission of fraud or a 

criminal offense in connection with obtaining, attempting to obtain, or performing a public (Federal, State or local) 

transaction or contract.  This includes, but is not limited to, violation of Federal or state antitrust statutes or commission 

of embezzlement, theft, forgery, bribery, falsification, or destruction of records, making false statements, or receiving 

stolen property?                     Yes   No.  If yes, please describe the situation(s), disclose whether the individual(s) 

is/are still engaged with the company.  Please attach the writing to this form. 

 

10. Has the bidder disclosed all third party/subcontractors that will have a material role in assisting the bidder in the 

fulfillment of this contract?  Yes   No.   

 

11. Can the Bidder (Company) provide, upon request, proof of financial solvency?  (The Town may request audited 

financial statements, financial references, and/or conduct an independent background check – BUT do NOT send any 

such information until and if requested)?   Yes   No.  

 

12. Has the bidder had any contract with a municipality terminated (whether for convenience, non-performance, or any 

other reason), or has the bidder entered into legal action with a customer, on or after July 1, 2019?   Yes   No .  

If yes, please describe the situation and include the name and address of the municipalities.  Please attach the writing 

to this form. 
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13. Has the bidder requested any changes to the Town’s contract?   Yes   No (if “yes” the changes must be attached 

to this form). 

 

14. Is the Bidder prepared to execute the Town’s contract without any changes if awarded?   Yes   No  

 

 

Location 
Number of 

Dedicate Personnel 

Number of 

Working Hours 

Per Day 

Our proposal includes this number of personnel and number of hours to clean the High 

School each Service Day: 
  

Our proposal includes this number of personnel and number of hours to clean the Pollard 

School each Service Day: 
  

Our proposal includes this number of personnel and number of hours to clean the 

Newman School each Service Day: 
  

 

Signature of the Bidder: _____________________________________________________  

 

Date:________________________ 

 

Printed Name and Title of Signatory: ___________________________________________ 

 

Every person signing on behalf of any bidder certifies, and in the case of a sole proprietorship, partnership or corporation, each 

party thereto certifies as to its own organization, under penalty of perjury, that to the best of their knowledge and belief,  no 

elected official, officer, employee, or person, whose salary is payable in whole or in part by the Town of Needham, has a direct 

or indirect financial interest in the proposal, or in the services to which it relates, or in any of the profits thereof other than as 

fully described in the bidder's response to this solicitation. 

 

 

THIS FORM MUST BE FILED WITH BID SUBMISSION 
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CERTIFICATE OF GOOD FAITH 

Building Cleaning Services 

24DPW001G 

 

The undersigned hereby certifies that s/he will comply with all laws and regulations applicable to awards made subject to 

Massachusetts General Laws, Chapter 30B. 

 

The undersigned certifies under penalties of perjury that this bid, or proposal has been made and submitted in good faith and 

without collusion or fraud with any other person.  As used in this certification, the word "person" shall mean any natural person, 

business, partnership, corporation, union, committee, club, or other organization, entity, or group of individuals. 

 

___________________________________________ 

Signature of individual submitting the bid or proposal 

 

___________________________________________ 

Individual Full Name (Print/Type) 

 

__________________________________________________   ___________ 

Name of Business (Print/Type)       (Date) 

 

Two Witnesses or Notary 

_______________________________  _______________________________ 

Witness One Signature     Witness Two Signature 

 

_______________________________  _______________________________ 

Witness One Full Name (Print/Type)   Witness Two Full Name (Print/Type) 

 

_______________________________  _______________________________ 

Witness One Primary Address    Witness Two Primary Address 

 

OR 

Commonwealth of Massachusetts     County of ____________________ 

 

On this ____ day of ________, 20____, before me, the undersigned notary public, personally appeared 

_____________________(name of document signer), proved to me through satisfactory evidence of identification, which were 

_______________________, to be the person whose name is signed on the preceding or attached document, and acknowledged 

to me that (he) (she) signed it voluntarily for its stated purpose. 

 as partner for ________________, a partnership. 

 as _______________ for ______________, a corporation. 

 as attorney in fact for ___________________, the principal. 

 as _____________ for ________________, (a) (the) _____________________. 

 

___________________________ (official signature and seal of notary) 

 

My commission expires: ______________________ 

 

THIS FORM MUST BE COMPLETED AND FILED WITH THE SUBMISSION 
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CERTIFICATE OF COMPLIANCE WITH MASSACHUSETTS TAX LAWS 

 

 

Certificate of Good Standing issued by the Massachusetts Department of Revenue dated no earlier than 90 days before the 

bid submission deadline may be submitted in place of this certificate. 

 

Pursuant to M.G.L. c.62C, §49A , the undersigned acting on behalf of the Contractor* certifies under the penalties of perjury 

that the Contractor is in compliance with all laws of the Commonwealth relating to taxes including payment of all local taxes, 

fees, assessments, betterments and any other local or municipal charges (unless the Contractor has a pending abatement 

application or has entered into a payment agreement with the entity to which such charges were owed), reporting of employees 

and contractors, and withholding and remitting child support.** 

 

 

• Contractor:  _________________________________________ Date: _______________ 

 

Print Name: __________________________ 

 

Social Security Number: ____________________ 

 

 

Corporation, Association or Partnership:  

 

_________________________________________ (Print) 

 

 

Federal Tax ID Number or Social Security Number:  

 

_________________________________________ 

 

 

• By: _________________________________________ Date: _______________ 

(Authorized Corporate Signature) 

 

Title: _________________________________ 

 

Note to Contractor***: Please sign at (1) or (2), whichever applies. 

 

In order to comply with all laws of the Commonwealth relating to taxes, the undersigned certifies that Contractor (check 

applicable item): 

1. _____ has filed all tax returns and paid all taxes required by law; or 

2. _____ has filed a pending application for abatement of such tax; or 

3. _____ has a pending petition before the appellate tax board contesting such tax; or 

4. _____ does not derive taxable income from Massachusetts Sources such that it is subject to taxation by the Commonwealth 

 

* As used in this certification, the word “Contractor” shall mean any natural person, business, partnership, corporation, 

union, committee, club, or other organization, entity, or group of individuals. 

* The provision in this Certification relating to child support applies only when the Contractor is an individual. 

*** Approval of a contract or other agreement will not be granted until the Town of Needham receives a signed copy of this 

Certification. 

 

 

THIS FORM MUST BE FILED WITH BID SUBMISSION 
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PROMISE TO EXECUTE CONTRACT 

 

The undersigned hereby certifies that following individual(s) is/are authorized to execute and bind the firm to a contract with 

the Town of Needham, and that if awarded* the contract will be executed electronically.  It is understood that the Town will 

forward the contract to be executed via DocuSign to the identified individual(s) and that no other person on behalf of the 

firm must sign the contract to become binding on the firm. 

 

 

___________________________________________   _______________ 

Signature of individual submitting the bid      (Date) 

 

___________________________________________ 

Individual Full Name (Print/Type) 

 

Name and title of the individual who will execute the contract on behalf of the company if the Town awards the contract to the 

company (please print/type information): 

 

 

Name: _____________________________________  

 

Title: _______________________________________ 

 

Email address to send the Contract: ___________________________________________________ 

 

 

Name of the Individual who will sign CERTIFICATE OF COMPLIANCE WITH MASSACHUSETTS TAX LAWS section 

of the contract, if different from the individual who will sign the contract: 

 

Name: _____________________________________ 

 

Title: _______________________________________ 

 

Email Account to Send Contract: ______________________________________________________ 

 

*The award may be subject to further discussions with the bidder.  The making of a preliminary award to a bidder does not 

provide the bidder with any rights and does not impose upon the Town any obligations. The Town is free to withdraw a 

preliminary award at any time and for any reason.  A proposer has rights, and the Town has obligations, only if and when a 

contract is executed by the Town and the bidder. 

 

We request a waiver from this requirement for the following reason: 

_________________________________________________ 

 

____________________________________________________________________________________________________

____ 

 

____________________________________________________________________________________________________

____ 

 

THIS FORM MUST BE FILED WITH BID SUBMISSION 
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Equipment List Certification 

24DPW001G 

THIS IS TO BE ATTACHED TO THE EQUIPMENT DESCRIPTION LIST 

The undersigned certifies that the accompanying Equipment List (attach list to this page), submitted with the Bid, accurately 

sets forth the planned utilization of equipment in providing cleaning and custodial services for the Town of Needham, to the 

best of his/her knowledge and belief. 

Signatures 

 

 

Signature of person(s) submitting bid (must have legal authority to enter into an agreement with the Town). 

 

 

Name of person(s) signing bid (please type or print) 

 

 

Title, if applicable (please type or print) 

 

 

Name of business, if applicable (please type or print) 

 

 

Mailing address (please type or print) 

 

 

City/Town, State Zip Code (please type or print) 

 

 

Telephone Number (please type or print) 

 

 

Email Address (please type or print) 

 

 

THIS FORM MUST BE FILED WITH BID SUBMISSION 
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Professional References 

Building Cleaning Services 

24DPW001G 

 

Is this a Municipality or Public School System?  Yes   No 

 

Customer: ________________________________________________________________ 

 

Primary Contact: _________________________________ Title: _____________________ 

 

Mailing address_____________________________________________________________ 

 

Telephone: _______________________________________________________________ 

  

Email address:  _____________________________________________________________ 

 

Period of Service: _________________________ through __________________________ 

 

 

Description of Services Provided: ______________________________________________ 

 

 

 

 

Is this a Municipality or Public School System?  Yes   No 

 

Customer: ________________________________________________________________ 

 

Primary Contact: _________________________________ Title: _____________________ 

 

Mailing address_____________________________________________________________ 

 

Telephone: _______________________________________________________________ 

  

Email address:  _____________________________________________________________ 

 

Period of Service: _________________________ through __________________________ 

 

 

Description of Services Provided: ______________________________________________ 

 

 

 

 

 

 

 

 

 

(A minimum of five (5) references required, Massachusetts governmental clients preferred) 

 

THIS FORM OR SUBSTITUTE WITH THE REQUESTED INFORMATION MUST 

BE FILED WITH BID SUBMISSION 

 

  



41 | P a g e  

 

List of Accounts 

Massachusetts Municipal and Public School Clients 

Since July 1, 2019 

(Current and past clients which cleaning services have been provided for more than thirty days) 

24DPW001G 

 

  Community/District   Beginning and End Dates 

 

01. __________________________________ __________ _______________ 

 

02.  __________________________________ __________ _______________ 

 

03. __________________________________ __________ _______________ 

 

04. __________________________________ __________ _______________ 

 

05. __________________________________ __________ _______________ 

 

06. __________________________________ __________ _______________ 

 

07. __________________________________ __________ _______________ 

 

08. __________________________________ __________ _______________ 

 

09. __________________________________ __________ _______________ 

 

10. __________________________________ __________ _______________ 

 

11. __________________________________ __________ _______________ 

 

12. __________________________________ __________ _______________ 

 

13. __________________________________ __________ _______________ 

 

14. __________________________________ __________ _______________ 

 

15. __________________________________ __________ _______________ 

 

16. __________________________________ __________ _______________ 

 

17. __________________________________ __________ _______________ 

 

18. __________________________________ __________ _______________ 

 

19. __________________________________ __________ _______________ 

 

20. __________________________________ __________ _______________ 

 

THIS FORM OR SUBSTITUTE WITH THE REQUESTED INFORMATION MUST 

BE FILED WITH BID SUBMISSION 
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CERTIFICATE OF AUTHORITY 

 

 

1. I hereby certify that I am the Clerk/Secretary of _____________________________ 

(Insert full name of Corporation)  

 

2.  corporation, and that __________________________________________________ 

(Insert the name of officer who signed the contract and bonds)  

 

3. is the duly elected ____________________________________________________ 

(Insert the title of the officer in line 2)  

 

4. of said corporation, and that on __________________________________________ 

(The date must be ON OR BEFORE the date the officer signed the contract 

and bonds.) 

 

at a duly authorized meeting of the Board of Directors of said corporation, at which all the directors were present or 

waived notice, it was voted that  

 

5. _____________________________________ the ______________________________ 

(Insert name from line 2)     (Insert title from line 3)  

 

of this corporation be and hereby is authorized to execute contracts and bonds in the name and on behalf of said 

corporation, and affix its Corporate Seal thereto, and such execution of any contract of obligation in this corporation’s 

name and on its behalf, with or without the Corporate Seal, shall be valid and binding upon this corporation; and that 

the above vote has not been amended or rescinded and remains in full force and effect as of the date set forth below.  

 

6. ATTEST: _______________________________________  AFFIX CORPORATE  

(Signature of Clerk or Secretary) *    SEAL HERE  

 

7. Name: _________________________________________  

(Please print or type name in line 6) *  

 

8. Date: __________________________________________  

(Insert a date that is ON OR AFTER the date the  

officer signed the contract and bonds.)  

 

* The name and signature inserted in lines 6 & 7 must be that of the Clerk or Secretary of the corporation.  
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Bid Price Proposal Form 

This Document is to be submitted in a Separately Sealed Envelope from the Technical Proposal 

Building Cleaning Services 

24DPW001G 

 

Bidder 

Name:____________________________________________________________________________________________ 

 

The Bid Price Form is to be signed by the individual authorized to negotiate for and contractually bind the bidder.  Failure to 

fully complete the form, provide the requested information, or make any alterations will be considered a conditional bid and 

the proposal will be rejected. 

 

Procedures under this bid require separate and confidential price submission.  The envelope must be sealed and clearly marked 

“Building Cleaning Services - PRICE PROPOSAL” 

 

All questions must be answered, and the data given must be clear and comprehensive.  Please type or print legibly.  If necessary, 

add additional sheet for starred items.  This information will be utilized by the Town for purposes of determining bidder 

responsiveness and responsibility with regard to the requirements and specifications of the Contract.  

 

Prices proposed by the bidder shall be irrevocable until the contract award unless the proposal is withdrawn.  Proposals may 

only be withdrawn by submitting a written request to the Town prior to submittal deadline or after the expiration of 90 days 

after the opening of the proposals.  This shall not limit the discretion of the Town to request revisions and/or conduct 

negotiations. 

 

PROMPT PAY DISCOUNT (Not required but if NOT offering a discount indicate by writing “ZERO”) The Town of Needham 

general payment terms are net 30 days.  Enter the Prompt Payment Discount percentage (%) off the invoice amount, for each 

of the payment issue dates listed, if the payment is issued within the specified Payment Issue days. For example:  5% - 10 Days 

4% - 15 Days 3% - 20 Days 2% - 30 Days  

 

____________________________________________________________________________________________ 
Note: The Prompt Payment Discount “Clock” begins at the date of receipt of the invoice, or the date of the receipt of the service, 

whichever occurs later. 

 

Bid Price Proposal for High School 

The cleaning services proposed for the High School shall be in accordance with the specifications in provided by the Town. 

Our proposal includes this number of dedicated personnel to clean the High School each day (must 

agree with the number disclosed on the Bidder Information Response that was included in the Technical 

Proposal). 

 

 

 

Our proposal includes this number of working hours to clean the High School each day (must agree 

with the number disclosed on the Bidder Information Response that was included in the Technical 

Proposal). 

 

 

 

Period Per Diem * Cleaning Days Total 

Year 1 

(July 1, 2023 – June 30, 2024) 
$ 251 $ 

Year 2 

(July 1, 2024 – June 30, 2025) 
$ 250 $ 

Year 3 

(July 1, 2025 – June 30, 2026) 
$ 250 $ 

Year 4 

(July 1, 2026 – June 30, 2027) 
$ 250 $ 

Year 5 

(July 1, 2027 – June 30, 2028) 
$ 251 $ 

Total for the High School Cleaning Services (Sum of all five (5) years)  

Total Amount in Words   

* Should the Bidder require additional hours, employees, consultants, sub vendors, or other assistance to complete the work required 

and/or to meet the performance or quality requirements required under this RFP, the Bidder shall do so at NO additional cost to the 

Town. 

The Bidder further offers the following hourly rate (per person) during the entire contract period for 

emergency or special projects as determined by the Town which relate to the High School. 
$                   Per Hour 
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Bid Price Proposal for Pollard School 

The cleaning services proposed for the High School shall be in accordance with the specifications in provided by the Town. 

Our proposal includes this number of dedicated personnel to clean the Pollard School each day (must 

agree with the number disclosed on the Bidder Information Response that was included in the Technical 

Proposal). 

 

 

 

Our proposal includes this number of working hours to clean the Pollard School each day (must agree 

with the number disclosed on the Bidder Information Response that was included in the Technical 

Proposal). 

 

 

 

Period Per Diem * Cleaning Days Total 

Year 1 

(July 1, 2023 – June 30, 2024) 
$ 251 $ 

Year 2 

(July 1, 2024 – June 30, 2025) 
$ 250 $ 

Year 3 

(July 1, 2025 – June 30, 2026) 
$ 250 $ 

Year 4 

(July 1, 2026 – June 30, 2027) 
$ 250 $ 

Year 5 

(July 1, 2027 – June 30, 2028) 
$ 251 $ 

Total for the Pollard School Cleaning Services (Sum of all five (5) years)  

Total Amount in Words   

* Should the Bidder require additional hours, employees, consultants, sub vendors, or other assistance to complete the work required 

and/or to meet the performance or quality requirements required under this RFP, the Bidder shall do so at NO additional cost to the 

Town. 

The Bidder further offers the following hourly rate (per person) during the entire contract period for 

emergency or special projects as determined by the Town which relate to the Pollard School. 
$                   Per Hour 

 

 
Bid Price Proposal for Newman School 

The cleaning services proposed for the Newman School shall be in accordance with the specifications in provided by the Town. 

Our proposal includes this number of dedicated personnel to clean the Newman School each day (must 

agree with the number disclosed on the Bidder Information Response that was included in the Technical 

Proposal). 

 

 

 

Our proposal includes this number of working hours to clean the Newman School each day (must 

agree with the number disclosed on the Bidder Information Response that was included in the Technical 

Proposal). 

 

 

 

Period Per Diem * Cleaning Days Total 

Year 1 

(July 1, 2023 – June 30, 2024) 
$ 251 $ 

Year 2 

(July 1, 2024 – June 30, 2025) 
$ 250 $ 

Year 3 

(July 1, 2025 – June 30, 2026) 
$ 250 $ 

Year 4 

(July 1, 2026 – June 30, 2027) 
$ 250 $ 

Year 5 

(July 1, 2027 – June 30, 2028) 
$ 251 $ 

Total for the Newman School Cleaning Services (Sum of all five (5) years)  

Total Amount in Words   

* Should the Bidder require additional hours, employees, consultants, sub vendors, or other assistance to complete the work required 

and/or to meet the performance or quality requirements required under this RFP, the Bidder shall do so at NO additional cost to the 

Town. 

The Bidder further offers the following hourly rate (per person) during the entire contract period for 

emergency or special projects as determined by the Town which relate to the Newman School. 
$                   Per Hour 
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The following are not required but if the bidder wishes to be considered to provide such services pricing must be 

provided with your Bid Price Proposal Submission 

 

Pricing for Other Buildings and Facilities 

At the request of the Town, we will provide cleaning services for other general and mixed used buildings or facilities during 

the term of the contract at a set per square foot basis, whether the assignment is temporary, seasonal, or long term.  The 

services would be provided at the same high standard required under this RFP.  We acknowledge that the Town is not 

however making any guarantee or any other representation that it will have other buildings to be cleaned or that any other 

building will be offered to be cleaned by us if a contract is awarded. 

Period 
Per Square Foot 

Per Day* 

Per Square Foot Per 

Week* (seven days) 

Per Square Foot Per 

Month* 

Year 1 $ $ $ 

Year 2 $ $ $ 

Year 3 $ $ $ 

Year 4 $ $ $ 

Year 5 $ $ $ 

Emergency and On-Call Services 

Service 
Unit of Measure (e.g., per person; per 

hour; per event) 

Unit Price 

(price per unit of measure) 

Floor restoration  $ 

Fire and smoke damage  $ 

Licensed Mold clean-up, wipe down 

and removal Services 
 $ 

Special Disinfectant Service for Health 

Concerns 
 $ 

Vandalism Cleanup and Repair  $ 

Snow Removal  $ 

Other:  $ 

  $ 

  $ 

  $ 

  $ 

* The Town will state in writing prior to commence of any such work what the billable square footage is.   

 

 

 

The undersigned proposes to provide the Building Cleaning Services in accordance with the accompanying requirements 

provided by the Town dated Thursday, February 2, 2023 and any addenda as may be issued by the Town and provided to the 

undersigned prior to the opening of the bids.  In the event that the numeric price and the written price differ, the written price 

shall prevail. 

 

The undersigned agrees that, if selected as vendor, s/he will within five days, Saturdays, Sundays, and legal holidays excluded, 

after presentation thereof by the Town, execute a contract in accordance with the terms of this bid.  The undersigned hereby 
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certifies that s/he is able to furnish labor that can work in harmony with all other elements of labor employed or to be employed 

on the work and that s/he will comply fully with all laws and regulations applicable to awards made subject to M.G.L. c.30B. 

 

The undersigned further certifies under the penalties of perjury that this proposal is in all respects bona fide, fair, and made 

without collusion or fraud with any other person.  As used in this subsection, the word "person" shall mean any natural person, 

business, partnership, corporation, union, committee, club, or other organization, group of individuals, or legal entity. 

 

 

(Name of Company) 

 

BY: 

(Signature) 

 

 

(Printed Name and Title of Signatory) 

 

THIS FORM IS FILED AS PART OF THE PRICE PROPOSAL SEPARATE 

FROM THE TECHNICAL SUBMMISSION 

Last Page of Bid Form 
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Non-Submittal Response Form 

Building Cleaning Services 

24DPW001G 

 

NOTE TO BIDDER:  If your company’s response is a “non-submittal”, the Town of Needham is interested in the reason for 

such response since Town desires to ensure that the procurement process is fair, open, and attracts maximum participation from 

interested companies.  We, therefore, appreciate your responses to this non-submittal response form. 

 

Please complete and email this form to: pcentral@needhamma.gov  

 

Please indicate your reason for responding with a “non-submittal”: 

 

 We were unable to meet requirements for this procurement. 

 

 We were unable to provide the goods or services requested in this procurement. 

 

 We were unable to meet time frame established for start and or completion of project. 

 

 We obtained the bid package too late in order to evaluate and submit a bid.  

 

Received on: ________________________ 

 

 Other (Please explain): _________________________________________________ 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

___________________ 

 

Company Name: ___________________________________________________________ 

 

Company Address:  __________________________________________________________ 

 

Telephone: _____________________________ Fax number: _______________________ 

 

Email Address: _____________________________________________________________ 

 

Primary Contact: _________________________________ Title: _____________________ 

 

Date: _____________________ 

 

mailto:pcentral@needhamma.gov






Appendix A (Summer)

Minimum Standards for Cleaning the Needham High School, Pollard Middle School, and Newman 
Elementary School.

Deep clean and disinfect trash cans, wastebaskets, and recycling bins X

Deep clean and disinfect all surfaces including interior glass, counter tops, desks, chairs, tables,
sinks, office equipment, window ledges, moldings, heating units, partitions, doors, door knobs,
door frames, light switches, handrails, light fixtures, and HVAC vents Dust all areas above 72
inches Vertical and horizontal surfaces should be free of dust, dirt, marks, streaks, smudges or
fingerprints

X

Flooring (Carpet) 

Remove all furnishings from area for floor projects below X

Vacuum clean all carpeted surfaces including edges, corners, and under all furniture X

Extraction carpet cleaning all carpeted surfaces X

Flooring (Tile/Other) X

Remove all furnishings from area for floor projects below X

Sweep or dry mop all floor surfaces   X

Vacuum clean all surfaces including edges, corners, and under all furniture X

Deep clean all hardfloor surfaces X

CONFERENCE ROOMS, AUDITORIUM, LECTURE HALL, AND MEDIA CENTER Summer

General Clean

Empty wastebaskets and recycling bins (replace liners/bags) X

Remove any larger waste materials to appropriate dumpsters X

Deep clean, disinfect, and refill all dispensers (paper towels, toilet paper, soap, hand sanitizer,
and period product dispensers and receptacles)

X

Deep clean and disinfect trash cans, wastebaskets, and recycling bins X

Deep clean and disinfect all surfaces including interior glass, counter tops, desks, chairs, tables,
sinks, office equipment, window ledges, moldings, heating units, partitions, doors, door knobs,
door frames, light switches, handrails, light fixtures, and HVAC vents Dust all areas above 72
inches Vertical and horizontal surfaces should be free of dust, dirt, marks, streaks, smudges or
fingerprints 

X

Appendix A Building Cleaning Services
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Appendix A (Summer)

Minimum Standards for Cleaning the Needham High School, Pollard Middle School, and Newman 
Elementary School.

Flooring (Carpet) 

Remove all furnishings from area for floor projects below X

Vacuum clean all carpeted surfaces including edges, corners, and under all furniture X

Extraction carpet cleaning all carpeted surfaces X

Flooring (Tile/Other)

Remove all furnishings from area for floor projects below X

Sweep or dry mop all floor surfaces   X

Vacuum clean all surfaces including edges, corners, and under all furniture X

Deep clean all hardfloor surfaces X

Strip and wax tile floors with 25% high solid wax (4 coats total) X

EXECUTIVE OFFICES, LOCKER ROOM OFFICES, & KITCHEN OFFICES Summer

General Clean

Empty wastebaskets and recycling bins (replace liners/bags) X

Remove any larger waste materials to appropriate dumpsters X

Deep clean, disinfect, and refill all dispensers (paper towels, toilet paper, soap, hand sanitizer,
and period product dispensers and receptacles)

X

Deep clean and disinfect trash cans, wastebaskets, and recycling bins X

Deep clean and disinfect all surfaces including interior glass, counter tops, desks, chairs, tables,
sinks, office equipment, window ledges, moldings, heating units, partitions, doors, door knobs,
door frames, light switches, handrails, light fixtures, and HVAC vents Dust all areas above 72
inches Vertical and horizontal surfaces should be free of dust, dirt, marks, streaks, smudges or
fingerprints 

X

Flooring (Carpet) 

Remove all furnishings from area for floor projects below X

Vacuum clean all carpeted surfaces including edges, corners, and under all furniture X

Extraction carpet cleaning all carpeted surfaces X

Appendix A Building Cleaning Services
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Appendix A (Summer)

Minimum Standards for Cleaning the Needham High School, Pollard Middle School, and Newman 
Elementary School.

Flooring (Tile/Other)

Remove all furnishings from area for floor projects below X

Sweep or dry mop all floor surfaces   X

Vacuum clean all surfaces including edges, corners, and under all furniture X

Deep clean all hardfloor surfaces X

Strip and wax tile floors with 25% high solid wax (4 coats total) X

STAFF BREAK ROOM Summer

General Clean

Empty wastebaskets and recycling bins (replace liners/bags) X

Remove any larger waste materials to appropriate dumpsters X

Deep clean, disinfect, and refill all dispensers (paper towels, toilet paper, soap, hand sanitizer,
and period product dispensers and receptacles)

X

Deep clean and disinfect trash cans, wastebaskets, and recycling bins X

Deep clean and disinfect all surfaces including interior glass, counter tops, desks, chairs, tables,
sinks, office equipment, window ledges, moldings, heating units, partitions, doors, door knobs,
door frames, light switches, handrails, light fixtures, and HVAC vents Dust all areas above 72
inches Vertical and horizontal surfaces should be free of dust, dirt, marks, streaks, smudges or
fingerprints 

X

Flooring (Carpet) 

Remove all furnishings from area for floor projects below X

Vacuum clean all carpeted surfaces including edges, corners, and under all furniture X

Extraction carpet cleaning all carpeted surfaces X

Appendix A Building Cleaning Services
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Appendix A (Summer)

Minimum Standards for Cleaning the Needham High School, Pollard Middle School, and Newman 
Elementary School.

Flooring (Tile/Other)

Remove all furnishings from area for floor projects below X

Sweep or dry mop all floor surfaces   X

Vacuum clean all surfaces including edges, corners, and under all furniture X

Deep clean all hardfloor surfaces X

Strip and wax tile floors with 25% high solid wax (4 coats total) X

ELEVATORS Summer

General Clean

Remove any waste materials to appropriate dumpsters X

Deep clean and disinfect all surfaces including buttons and walls X

Flooring (Tile/Other)

Remove all furnishings from area for floor projects below X

Sweep or dry mop all floor surfaces   X

Vacuum clean all surfaces including edges, corners, and under all furniture X

Deep clean all hardfloor surfaces X

Strip and wax tile floors with 25% high solid wax (4 coats total) X

Appendix A Building Cleaning Services
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Appendix A (School Year Plan)

Minimum Standards for Cleaning the Needham High School, Pollard Middle School, and Newman 
Elementary School.

Legend: D=Daily, W=Weekly, M=Monthly, SB=School Break (December, February, & April Breaks)

Vacuum clean all exposed carpeted surfaces including edges, corners, and under easily
moved furniture 

X X

Extraction carpet cleaning X

Vacuum all exposed surfaces including edges, corners, and under all furniture X

Flooring (Tile/Other)

Sweep or dry mop all exposed floor surfaces   X X

Sweep exterior entrances and door thresholds X X

Wet mop spot clean all spills, stains, and spots X X

Wet mop and disinfect exposed flooring X X

Vacuum clean all exposed flooring including edges, corners, and under easily moved
furniture 

X X

High speed floor buffing X

RESTROOMS & LOCKER ROOMS D W M SB

General Clean

Restrooms should be maintained in a condition free of noxious odors and residues X X

Empty wastebaskets and recycling bins (replace liners/bags) X X

Remove any larger waste materials to appropriate dumpsters X X

Clean, disinfect, and refill all dispensers (paper towels, toilet paper, soap, hand
sanitizer, and period product dispensers and receptacles)

X X

Clean and disinfect all fixtures including sinks, wash basins, urinals, toilet bowls,
showers, and all areas underneath plumbing fixtures

X X

Clean and disinfect all surfaces including interior glass, mirrors, partitions, louvers,
vents, shelves, ledges, window ledges, moldings, heating units, doors, door knobs,
door frames, light switches, HVAC vents, handrails, and areas above 72 inches. Vertical
and horizontal surfaces should be free of dust, dirt, marks, streaks, smudges or
fingerprints.

X X

Clean and polish door stainless steel fixtures and kick plates X X

Wash trash cans X X

Deep clean and disinfect of all floors, fixtures, surfaces, and walls X

Appendix A Building Cleaning Services
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Appendix A (School Year Plan)

Minimum Standards for Cleaning the Needham High School, Pollard Middle School, and Newman 
Elementary School.

Legend: D=Daily, W=Weekly, M=Monthly, SB=School Break (December, February, & April Breaks)

Flooring (Tile/Other)

Sweep or dry mop all exposed floor surfaces including edges, corners, lower wall base,
and under fixtures

X X

Wet mop and disinfect exposed flooring including edges, corners, lower wall base, and
under fixtures

X X

Clean and disinfect all floor mats X X

Machine scrub floors and walls with disinfectant X X

CLASSROOMS D W M SB

General Clean

Empty wastebaskets and recycling bins (replace liners/bags) X X

Remove any larger waste materials to appropriate dumpsters X X

Clean, disinfect, and refill all dispensers (paper towels, toilet paper, soap, hand
sanitizer, and period product dispensers and receptacles)

X X

Clean and disinfect all surfaces including counter tops, tables, sinks, door knobs, light
switches, handrails, and window ledges.

X X

Clean and disinfect all surfaces including interior glass, counter tops, desks, chairs,
tables, sinks, office equipment, window ledges, moldings, heating units, partitions,
doors, door knobs, door frames, light switches, HVAC vents, and handrails. Dust all
areas above 72 inches. Vertical and horizontal surfaces should be free of dust, dirt,
marks, streaks, smudges or fingerprints.

X

Clean and polish door kick plates X X

Wash trash cans, wastebaskets, and recycling bins X X

Flooring (Carpet/Tile/Other)

Vacuum clean all exposed floor surfaces X X

Inspect carpet for spots and remove stains X X

Vacuum door mats inside/outside all entrances X X

Sweep exterior entrances and door thresholds X X

Wet mop spot clean all spills, stains, and spots X X

Vacuum clean all exposed flooring including edges, corners, and under easily moved
furniture 

X X

Wet mop and disinfect exposed flooring X X

Extraction carpet cleaning X

Vacuum all exposed surfaces including edges, corners, and under all furniture X

Appendix A Building Cleaning Services
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Appendix A (School Year Plan)

Minimum Standards for Cleaning the Needham High School, Pollard Middle School, and Newman 
Elementary School.

Legend: D=Daily, W=Weekly, M=Monthly, SB=School Break (December, February, & April Breaks)

Clean and polish door kick plates X X

Wash trash cans, wastebaskets, and recycling bins X X

CAFETERIA D W M SB

General Clean

Empty wastebaskets and recycling bins (replace liners/bags) X X

Remove any larger waste materials to appropriate dumpsters X X

Clean, disinfect, and refill all dispensers (paper towels, toilet paper, soap, hand
sanitizer, and period product dispensers and receptacles)

X X

Clean and disinfect all surfaces including counter tops, tables, sinks, door knobs, light
switches, handrails, and window ledges.

X X

Clean and disinfect all surfaces including interior glass, counter tops, desks, chairs,
tables, sinks, office equipment, window ledges, moldings, heating units, partitions,
doors, door knobs, door frames, light switches, HVAC vents, and handrails. Dust all
areas above 72 inches. Vertical and horizontal surfaces should be free of dust, dirt,
marks, streaks, smudges or fingerprints.

X X

Wash trash cans X X

Clean and polish door kick plates X X

Flooring (Carpet) 

Vacuum clean all exposed carpeted surfaces X X

Inspect carpet for spots and remove stains X X

Vacuum door mats inside/outside all entrances X X

Vacuum clean all exposed carpeted surfaces including edges, corners, and under easily
moved furniture 

X X

Vacuum all exposed surfaces including edges, corners, and under all furniture X X

Extraction carpet cleaning X

Flooring (Tile/Other) X

Sweep or dry mop all exposed floor surfaces   X X

Sweep exterior entrances and door thresholds X X

Wet mop spot clean all spills, stains, and spots X X

Clean and wash all floor mats X X

Appendix A Building Cleaning Services
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Appendix A (School Year Plan)

Minimum Standards for Cleaning the Needham High School, Pollard Middle School, and Newman 
Elementary School.

Legend: D=Daily, W=Weekly, M=Monthly, SB=School Break (December, February, & April Breaks)

Wet mop and disinfect exposed flooring X X

Vacuum clean all exposed flooring including edges, corners, and under easily moved
furniture 

X X

High speed floor buffing X

KITCHEN D W M SB

General Clean

Empty wastebaskets and recycling bins (replace liners/bags) X

Remove any larger waste materials to appropriate dumpsters X X

Clean, disinfect, and refill all dispensers (paper towels, toilet paper, soap, hand
sanitizer, and period product dispensers and receptacles)

X X

Clean and disinfect all surfaces including interior glass, counter tops, desks, chairs,
tables, sinks, office equipment, window ledges, moldings, heating units, partitions,
doors, door knobs, door frames, light switches, HVAC vents, and handrails. Dust all
areas above 72 inches. Vertical and horizontal surfaces should be free of dust, dirt,
marks, streaks, smudges or fingerprints.

X X

Clean and polish door kick plates X X

Wash trash cans, wastebaskets, and recycling bins X X

Flooring (Tile/Other)

Sweep or dry mop all exposed floor surfaces including edges, corners, and under all
furniture and appliances 

X X

Vacuum clean all exposed flooring including edges, corners, and under all furniture and
appliances 

X X

Wet mop and disinfect exposed flooring including edges, corners, and under all
furniture and appliances 

X X

Clean and disinfect all floor mats X X

High speed floor buffing X

GYMNASIUM D W M SB

General Clean

Empty wastebaskets and recycling bins (replace liners/bags) X X

Remove any larger waste materials to appropriate dumpsters X X

Clean, disinfect, and refill all dispensers (paper towels, toilet paper, soap, hand
sanitizer, and period product dispensers and receptacles)

X X

Appendix A Building Cleaning Services
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Appendix A (School Year Plan)

Minimum Standards for Cleaning the Needham High School, Pollard Middle School, and Newman 
Elementary School.

Legend: D=Daily, W=Weekly, M=Monthly, SB=School Break (December, February, & April Breaks)

Clean and disinfect all surfaces including counter tops, tables, sinks, door knobs, light
switches, handrails, and window ledges.

X X

Clean and disinfect all surfaces including interior glass, counter tops, desks, chairs,
tables, sinks, office equipment, window ledges, moldings, heating units, partitions,
doors, door knobs, door frames, light switches, HVAC vents, and handrails. Dust all
areas above 72 inches. Vertical and horizontal surfaces should be free of dust, dirt,
marks, streaks, smudges or fingerprints.

X

Clean and polish door kick plates X X

Wash trash cans, wastebaskets, and recycling bins X X

Flooring (Carpet) 

Vacuum clean all exposed carpeted surfaces X X

Inspect carpet for spots and remove stains X X

Vacuum door mats inside/outside all entrances X X

X

Flooring (Tile/Other) X

Sweep or dry mop all exposed floor surfaces   X X

Sweep exterior entrances and door thresholds X X

Wet mop spot clean all spills, stains, and spots X X

Clean bleachers of any debris X X

Wet mop and disinfect exposed flooring X X

CONFERENCE ROOMS, AUDITORIUM, LECTURE HALL, AND MEDIA CENTER D W M SB

General Clean

Empty wastebaskets and recycling bins (replace liners/bags) X X

Remove any larger waste materials to appropriate dumpsters X X

Clean, disinfect, and refill all dispensers (paper towels, toilet paper, soap, hand
sanitizer, and period product dispensers and receptacles)

X X

Clean and disinfect all surfaces including counter tops, tables, sinks, door knobs, light
switches, handrails, and window ledges.

X X

Clean and disinfect all surfaces including interior glass, counter tops, desks, chairs,
tables, sinks, office equipment, window ledges, moldings, heating units, partitions,
doors, door knobs, door frames, light switches, HVAC vents, and handrails. Dust all
areas above 72 inches. Vertical and horizontal surfaces should be free of dust, dirt,
marks, streaks, smudges or fingerprints.

X
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Appendix A (School Year Plan)

Minimum Standards for Cleaning the Needham High School, Pollard Middle School, and Newman 
Elementary School.

Legend: D=Daily, W=Weekly, M=Monthly, SB=School Break (December, February, & April Breaks)

Clean and polish door kick plates X X

Wash trash cans, wastebaskets, and recycling bins X X

Vacuum chairs in auditorium X

Flooring (Carpet) 

Vacuum clean all exposed carpeted surfaces X X

Inspect carpet for spots and remove stains X X

Vacuum door mats inside/outside all entrances X X

Vacuum clean all exposed carpeted surfaces including edges, corners, and under easily
moved furniture 

X X

Extraction carpet cleaning X

Vacuum all exposed surfaces including edges, corners, and under all furniture X

Flooring (Tile/Other)

Sweep or dry mop all exposed floor surfaces   X X

Sweep exterior entrances and door thresholds X X

Wet mop spot clean all spills, stains, and spots X X

Wet mop and disinfect exposed flooring X X

Vacuum clean all exposed flooring including edges, corners, and under easily moved
furniture 

X X

High speed floor buffing X

EXECUTIVE OFFICES, LOCKER ROOM OFFICES, & KITCHEN OFFICES D W M SB

General Clean

Empty wastebaskets and recycling bins (replace liners/bags) X X

Remove any larger waste materials to appropriate dumpsters X X

Clean, disinfect, and refill all dispensers (paper towels, toilet paper, soap, hand
sanitizer, and period product dispensers and receptacles)

X X

Clean and disinfect all surfaces including counter tops, tables, sinks, door knobs, light
switches, handrails, and window ledges.

X X
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Appendix A (School Year Plan)

Minimum Standards for Cleaning the Needham High School, Pollard Middle School, and Newman 
Elementary School.

Legend: D=Daily, W=Weekly, M=Monthly, SB=School Break (December, February, & April Breaks)

Clean and disinfect all surfaces including interior glass, counter tops, desks, chairs,
tables, sinks, office equipment, window ledges, moldings, heating units, partitions,
doors, door knobs, door frames, light switches, HVAC vents, and handrails. Dust all
areas above 72 inches. Vertical and horizontal surfaces should be free of dust, dirt,
marks, streaks, smudges or fingerprints.

X

Clean and polish door kick plates X X

Wash trash cans, wastebaskets, and recycling bins X X

Flooring (Carpet) 

Vacuum clean all exposed carpeted surfaces X X

Inspect carpet for spots and remove stains X X

Vacuum door mats inside/outside all entrances X X

Vacuum clean all exposed carpeted surfaces including edges, corners, and under easily
moved furniture 

X X

Extraction carpet cleaning X

Vacuum all exposed surfaces including edges, corners, and under all furniture X

Flooring (Tile/Other)

Sweep or dry mop all exposed floor surfaces   X X

Sweep exterior entrances and door thresholds X X

Wet mop spot clean all spills, stains, and spots X X

Wet mop and disinfect exposed flooring X X

Vacuum clean all exposed flooring including edges, corners, and under easily moved
furniture 

X X

High speed floor buffing X

STAFF BREAK ROOM D W M SB

General Clean

Empty wastebaskets and recycling bins (replace liners/bags) X X

Remove any larger waste materials to appropriate dumpsters X X

Clean, disinfect, and refill all dispensers (paper towels, toilet paper, soap, hand
sanitizer, and period product dispensers and receptacles)

X X

Clean and disinfect all surfaces including counter tops, tables, sinks, door knobs, light
switches, handrails, and window ledges.

X X
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Appendix A (School Year Plan)

Minimum Standards for Cleaning the Needham High School, Pollard Middle School, and Newman 
Elementary School.

Legend: D=Daily, W=Weekly, M=Monthly, SB=School Break (December, February, & April Breaks)

Clean and disinfect all surfaces including interior glass, counter tops, desks, chairs,
tables, sinks, office equipment, window ledges, moldings, heating units, partitions,
doors, door knobs, door frames, light switches, HVAC vents, and handrails. Dust all
areas above 72 inches. Vertical and horizontal surfaces should be free of dust, dirt,
marks, streaks, smudges or fingerprints.

X X

Clean and polish door kick plates X X

Wash trash cans, wastebaskets, and recycling bins X X

Flooring (Carpet) 

Vacuum clean all exposed carpeted surfaces X X

Inspect carpet for spots and remove stains X X

Vacuum door mats inside/outside all entrances X X

Vacuum clean all exposed carpeted surfaces including edges, corners, and under easily
moved furniture 

X X

Extraction carpet cleaning X

Vacuum all exposed surfaces including edges, corners, and under all furniture X

Flooring (Tile/Other)

Sweep or dry mop all exposed floor surfaces   X X

Sweep exterior entrances and door thresholds X X

Wet mop spot clean all spills, stains, and spots X X

Wet mop and disinfect exposed flooring X X

Vacuum clean all exposed flooring including edges, corners, and under easily moved
furniture 

X X

High speed floor buffing X
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Appendix A (School Year Plan)

Minimum Standards for Cleaning the Needham High School, Pollard Middle School, and Newman 
Elementary School.

Legend: D=Daily, W=Weekly, M=Monthly, SB=School Break (December, February, & April Breaks)

ELEVATORS D W M SB

General Clean

Remove any waste materials to appropriate dumpsters X X

Clean and disinfect all surfaces including buttons and walls X X

Flooring (Tile/Other) X

Sweep or dry mop all exposed floor surfaces   X X

Wet mop spot clean all spills, stains, and spots X X

Wet mop and disinfect exposed flooring X X

High speed floor buffing X X
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Needham Public Schools

2023-2024 School Calendar
  AUGUST 2023 - SEPTEMBER 2023

S M T W Th F S S M T W Th F S 8/28-8/29  Staff Returns/Professional Development

27 28 29 30 31 1 2 1 2 3 8/30 First Day of School  - Grades 1-12 

3 4 5 6 7 8 9 4 5 6 7 8 9 10 8/31 First day kindergarten/Preschool Orientation

10 11 12 13 14 15 16 11 12 13 14 15 16 17 9/4 No School (Labor Day)

17 18 19 20 21 22 23 18 19 20 21 22 23 24 9/20 PreK-8 Early Release

24 25 26 27 28 29 30 25 26 27 28 29 9/25 No School (Yom Kippur)

OCTOBER 2023

S M T W Th F S S M T W Th F S 10/4 PreK-12 Early Release

1 2 3 4 5 6 7 1 2 10/9 No School (Indigenous Peoples Day)

8 9 10 11 12 13 14 3 4 5 6 7 8 9 10/18 PreK-8 Early Release
15 16 17 18 19 20 21 10 11 12 13 14 15 16 NOVEMBER 2023

22 23 24 25 26 27 28 17 18 19 20 21 22 23 11/8 PreK-12 Early Release

29 30 31 24 25 26 27 28 29 30 11/10 No School (Veterans' Day Observed) 

31 11/22 No School - Professional Development
11/23-24 Thanksgiving Recess

S M T W Th F S S M T W Th F S DECEMBER 2023

1 2 3 4 1 2 3 4 5 6 12/6 PreK-12 Early Release

5 6 7 8 9 10 11 7 8 9 10 11 12 13 12/20 PreK-8 Early Release

12 13 14 15 16 17 18 14 15 16 17 18 19 20 12/25-1/1 Winter Recess

19 20 21 22 23 24 25 21 22 23 24 25 26 27 JANUARY 2024

26 27 28 29 30 28 29 30 1/1 No School (New Year's Day)
1/2 Classes Resume
1/10 PreK-12 Early Release

S M T W Th F S S M T W Th F S 1/15 No School (Dr. Martin Luther King Jr.)

1 2 1 2 3 4 1/24 PreK-8 Early Release

3 4 5 6 7 8 9 5 6 7 8 9 10 11  FEBRUARY 2024

10 11 12 13 14 15 16 12 13 14 15 16 17 18 2/7 PreK-12 Early Release

17 18 19 20 21 22 23 19 20 21 22 23 24 25 2/19-2/23 February Recess

24 25 26 27 28 29 30 26 27 28 29 30 31      MARCH 2024

31 3/6 PreK-8 Early Release
3/20 PreK-12 Early Release

S M T W Th F S S M T W Th F S 3/29 No School (Good Friday)

1 2 3 4 5 6 1    APRIL 2024
7 8 9 10 11 12 13 2 3 4 5 6 7 8 4/3 PreK-12 Early Release

14 15 16 17 18 19 20 9 10 11 12 13 14 15 4/15-4/19 April Recess

21 22 23 24 25 26 27 16 17 18 19 20 21 22 4/24 PreK-8 Early Release

28 29 30 31 23 24 25 26 27 28 29 MAY 2024

30 5/8 PreK-12 Early Release

No School 5/27 No School (Memorial Day)

PreK-12 Early Release (ER) 5/29 PreK-8 Early Release

PreK-8 Early Release (ER) JUNE 2024

Professional Development Day 6/2 GRADUATION: SUNDAY, JUNE 2
Needham High School classes begin at 8:35 a.m. on Fridays 6/12 Last day of school - No snow days Early Release

6/19 No School (Juneteenth) if school is in session
6/20 Last day 5 snow days - Early Release

Approved by School Committee January 3, 2023

February  (16)

March  (20)

April  (17)

May (22)

June (8)

Aug./September (21)

October (21)

November (18)

December  (16)

January  (21)
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Needham Public Schools

2023-2024 Legal, Religious & Cultural Holidays

Families and staff in the Needham Public Schools represent diverse cultures, religions and 
countries of origin. Our school calendar conveys information to the community about when 
school is in session; however, there are additional days in the school year during which families 
observe holidays that may require students to be absent from school. Such observances will be 
considered excused absences from school, and all efforts will be made to assist students to 
make up work they may miss as a result of their absence.  When students will be absent from 
school for such celebrations, families are encouraged to contact their child’s teacher in 
advance. 

2023
July
4 Independence Day

September
4 Labor Day (No School)
16 Rosh Hashanah (9/15 - Sunday 9/17)
18                Ganesh Chaturthi
25               Yom Kippur (9/24 – 9/25; No School on 

9/25)
29 Sukkot Begins (9/29 – 10/6)

October
9 Indigenous Peoples Day (No School)
24 Dussehra/Durga Puja/Vijaya Dashami

November
11 Veteran’s Day (No School-observed  

11/10)
12 Diwali/Deepavali
23 Thanksgiving (No School/recess)

December
7 Hanukkah Begins (12/7-12/15)
25 Christmas (No school/recess)
26 Kwanzaa Begins (12/26 - 1/1)

2024
January
1 New Year’s Day (No School)
15 Makar Sankranti/Pongal
15 Martin Luther King, Jr. Day (No School)

February
10 Lunar New Year
19 Presidents Day (No School/recess)

March
10 Ramadan Begins (3/10 – 4/9)
24 Purim (3/23-3/24)
25 Holi (3/24-3/25)
29                Good Friday (No School)
31 Easter

April
9 Eid al Fitr/Eid ul-Fitr  (4/9-4/10)
13 Vaisakhi
15 Patriot’s Day (No School/recess)
22 Passover Begins (4/22 - 4/30)

May
3                   Orthodox Good Friday
5                   Orthodox Easter 
27 Memorial Day (No School)

June
19                Juneteenth Independence (No School if  

school year is extended due to snow  
days)
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